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Editing/Deleting Vaccines in VacTrAK 

 

 

1. Once logged into VacTrAK, please select the standard application.  To select the 

application, under the left-hand menu, click on the Select Application prompt.  Select 

Standard from the drop-down menu, and then click Submit. 

 

 

 

2. Start by clicking on the Patient section for the menu to expand it and selecting the 

Search/Add option. The easiest way to search for a patient is to type in their first initial, 

last initial and date of birth and click the Search button. 
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3. Select the patient you were searching for by clicking on the arrow next to the correct 

patient’s name. 

 

 

 

4. The Patient Demographics page will appear. To view this patient’s immunization record, 

expand the Vaccinations menu on the left and click on View/Add.   
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5. If you wish to edit one of the vaccinations, simply click on the date for the vaccine you 

wish to change.   

Note: You will only be able to change or delete vaccinations that your facility entered.  

These records will show in blue.   

 

 

 

6. By clicking on the date, the Vaccination Detail screen will appear.  It is from here that you 

can view, edit or delete the record for the vaccination.  By clicking on the Edit Record 

button, you can change the certain information recorded for the vaccine. 
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7. The VFC Eligibility Update screen will appear. Since the H1N1 vaccine has been supplied 

for everyone, select ineligible from the dropdown list and click the Continue button.  

 

 

8. The changes that can be made In the Vaccination Detail Edit screen include: the vaccine 

lot information, who vaccinated the patient, and the anatomical site and route.  Click the 

Submit Changes button in the lower right-hand corner to save the changes that you 

made. 
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9. If the vaccination date or vaccine administered needs to be changed, you will first need to 

delete the incorrect vaccination.  To do this, click the Cancel button to retrace your steps 

back to the previous Vaccination Detail report.  Once there, click the Delete Record 

button. 

 

10. By clicking on this button, it will take you to the final screen, to verify you do want to 

delete this record.  Click the Delete Record button on the bottom right hand corner to 

remove this incorrect entry.  
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11. To enter the correct vaccination information, find the correct vaccine listed, click on the 

next available box, and add the correct date in a MMDDYY format.  Once the date has 

been added, click on the Add Administered button in the lower left-hand side of the 

vaccination report. 

Note: You may also return to the Mass Immunization Module to enter the correct 

vaccination. 
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12. After clicking on Add Administered, VacTrAK will take you to the Vaccination Detail Add, 

wherein you may enter all the pertinent information for your correct vaccination.  Be sure 

to click the Click to select text next to the Manufacturer field to select the lot available at 

your facility that will auto-populate all of your vaccine lot information.  Once all the fields 

are filled out, click on the Save button in the lower right-hand corner.  

   

 

13. The correct vaccination information will now appear in the Vaccination View/Add screen.  

 


